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TRAIN Florida hosted courses that offer a certificate of completion will automatically save to the My
Certificates tool located in the TRAIN Florida learner’s Dashboard. NOTE: Not all courses in TRAIN
Florida offer certificates of completion.

TRAIN Florida also provides access to courses that are hosted by external sources and are
completed outside of the TRAIN system, such as CDC Immunization courses.

These external sources often offer a certificate of completion. The certificates may be emailed or
downloaded by the learner upon completion of the course. Once the learner has completed a course
on the external site, and recorded the completion in TRAIN Florida, the certificates can be uploaded
and saved to the completed course on the learner’'s TRAIN Florida transcript. This will allow the VFC
Program to track required CDC training to ensure that proper credit is given. The certificates can be
added at any time after completion of the course.

The following steps show how to upload the training certificates for your completed TRAIN Florida,
externally hosted courses.

Step 1: Log in to TRAIN Florida.

Step 2: On your TRAIN Florida home page, locate your Learner’s Dashboard (Fig.1).

Learner's Dashboard

[+] My Action Items
My Learning
My Certificates

My Training Plans

My Surveys

) Figure 1
My Links 9
Step 3: Click on the My Learning tile to open the menu (Fig. 2)
Learner's Dashboard
[+] My Action Items Click to Expand
EI M‘_l,l' Learning _
Course Name = Status Format
FDOH Purchasing Card MNew In Progress Blended Learning
Cardholder Series
FDOH Travel In Progress Blended Learning
Series
TRAIN Transcript || Current Courses || Archived Courses Figure 2
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Step 4: Once the My Learning menu is opened, click on the TRAIN Transcript button (Fig. 3).

Learner's Dashboard

[+] My Action Items Click to Expand

[=] My Learning

Course Name = Status Format
FDOH Purchasing Card New In Progress Blended Learning
Cardholder Series
FOOH Travel In Progress Blended Learning
Series

TRAIM Transcript Current Courses Archived Courses

Figure 3

Step 5: After clicking the TRAIN Transcript button, you will be directed to your Transcript page (Fig. 4).
Locate the externally hosted TRAIN Florida course on your Transcript page. To upload your
certificate of completion for this course, click on the Upload External Certificate Button.

Transcript | Add Trainingfinder Course |
Tip: To sortthe transcript by column, click the title-text of that column. | Email Transcript I | Export |
Click on course fitle to view course details
Course Reviews Registered Completed Farmat Pre- Final Credit  Verified Withdrawn
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‘Upload External Certificate study 7
FDOH Annual OSHA Review Pleed Contact
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See blended learning serie transcript ... ;:;in;;g Hours: 1 @
FDOH Purchasing Card Mew Cardholder b ended
See blended leaming serie transcript.. U iz A Lg:l;iﬂelgg HiA R Mk @
FDOH HMS Service and Time Reporting for Web-based 100.00 Contact
Perzonal Healtr] Employees E\-'.aluatlon: Ti24/2013 72412013 Training - Self- IA points Hours: 1 @
FDOH HMS Seli-Faced Evaluation study Passed
2rowsperpage |v| Fiter *ABCDEFGHIJKLHUNOPQRSTUVWXY Z|al
Displaying page 1 of 1, items from 1 to & of G
[R| - Remove course from Transoript
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Figure 4
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Step 6: After you have clicked the Upload External Certificates button, an Upload Certificate pop-up
window will open over the Transcript page (Fig. 5). Enter the exact title of the externally
hosted course in the Title field, this is a required field. Next, click the Browse button, to locate

your certificate.

[=] Upload Certificate

.,k
Title:
Please select certificate file:

| Upload || Close |

[5-100.b - Introduction to Incident Command System - 1024627

Tip: The following list of file extensions are allowed to upload: (_gif jpeg,.jpg, bmp, pdf,.pnag)

Figure 5

Step 7: After you click the Browse button, a Choose File to Upload pop-up window will open (Fig. 6)
over the Transcript page and Upload Certificate window. Locate the certificate file on your
computer or network. Click on the file to populate the File name field. Next, click on the Open

button.
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Step 8: After clicking the Open button, the Choose a File to Upload window will close, and the

certificate file path will be in the Please select certificate file: field (Fig. 7). To upload the
certificate to your course, click the Upload button.

Upload Certificate

Title: ¥ 15-100.b - Introduction to Incident Command System - 1024627
Please select certificate file:

C:\Users\pooreab\Documents\FEMA_IS7

Tip: The following list of file extensions are allowed to upload: { gif,.jpeg..jpg..bmp,.pdf..png)

Upload lose Figure 7

After clicking the Upload button you will see a pop-up window (Fig. 7a). The window states
“External certificate for this course has already been uploaded.” This means you have
successfully uploaded your certificate.

% Upload Certificate

External Certificate for this course has already been uploaded.

—— X Testing TRAIN cert upload.pdf
[ Upload Another Certificate ] Close _

Figure 7a

Note: In the event that you have uploaded the wrong certificate, you can click the red “X” to
delete the incorrect file and perform the upload again.

Click close. The certificate is now uploaded to your TRAIN Florida transcript.

Step 9:

Once the certificate has been uploaded, a pop-up window will open. It confirms the upload of

the external certificate, and gives the option to go directly to the Certificates tool and print
your certificate, or print the certificate later (Fig.8).

If you choose to click the No Thanks, I'll print my certificate later button, the window will

close, and you will be back on the Transcript page. The certificate will be available in the
My Certificates feature in your Dashboard.

You have uploaded an external certificate. To print this certificate, please
return to the TRAIN Home page and click the "Certificates” link in "My
Learning Record” or click the "Take me there now" button below to
access the certificates page immediately.

| Take me there now || Mo Thanks, I'll print my cerificate later

Figure 8
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Step 10: If you choose to print your certificate, click the Take me there now button (Fig. 8). You

will be directed to the Certificates page (Fig. 9). The certificate will be listed with the course

under the Certificate column. Locate the certificate title (which carries the tag Externally

uploaded). To print the certificate, click on the certificate title.

Course « Registered Completed Format Score Credit Certificate
. 100

Excel 2010 keyboard shortcuts | 8/20/2013 812212013 Web-based Training paints Contal.:t Excel 2010 keyboard shortcuts | (Non-TRAIN

- Self-study Hours: 1 course)

100%

FDOH Annual OSHA Review 752013 7reot3  Dendedleaming B! FDOH Required Certificate

Series Hours: 1
FDOH HIV/AIDS 101 In the News 6812013 Brsioi3  oobasedTraining 120 NotAvailable FDOH Required Cerfificate

- Self-study points
FDOH HMS Senvice and Time Reporting 7049013 7240013 Web-based Training 10_0 Contaq FDOH Recommended Certificate
for Personal Health Employees - Self-study points Hours: 1

. . . a0 - -

15-100.b - Introduction to Incident Web-based Training . . 15-100.b - Introduction to Incident Command
Command System - 1024627 10712013 10712013 gorr sy ggh”;: NotAvailadle | 1o - 1024627 (Extemally uploaded

RN R

Pagesize: 20 ~

5items in1 pages

Back

Figure 9

Step 11: After you click the certificate title, a File Download pop-up window will open (Fig. 10) over

the Certificates page. It will ask “Do you want to open or save this file?” and will list the Name,
Type and source (From) of the file. To print the certificate, click on the Open button.

Z I'\.GHIBICICU UUIIIPIGLGU = L=1% I_.I.L.UII:‘
File Download
Do you want te open or save this file?
Iii: Mame: certificate.pdf
Lo Type: Adobe Acrobat Document, 29,.0KB
From: fl.train.org
View Open ] [ Save J [ Cancel ] i

and/or Print i
|..’“ | While files from the Intemet can be useful, some files can potentially I
g harm your computer. i you do not trust the source, do not open ar

save this file. What's the risk? Figure 10

How to Upload a Training Certificate to My TRAIN Florida Transcript
Powered by DOH Office of Performance and Quality Improvement

Florida
HEALTH



How to Upload a Training Certificate

——————————————————————————————————————————— & It's a New Day in Public Health

Step 12: After you click the Open button, the certificate .pdf file will open in a new window (Fig. 11).
From this window you will only have the option to view and/or print this document. To print the
certificate, click on the print icon @ in the menu bar, and follow your local printing
instructions.
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Step 13: If you have chosen not to print your certificate at the time of upload, you can access and print
your certificate at anytime from the My Certificates tool, in your learner Dashboard (Fig. 12).
Locate the title of your certificate, click on the print icon j and follow your local printing
instructions.

Learner's Dashboard

[# My Action items
My Learning

[=] My Certificates

Course Name * Date Completed
Excel 2010 keyboard shortcuts | 08/2212013
FDOH Annual OSHA Review 0vner2013
FOOH HIVIAIDS 101 In the Mews 06/18/2013

FDOH HMS Service and Time Reporting for 0712412013
Personal Health Employees

15-100.b - Introduction to Incident Command  10/17/2013
System - 1024627
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Figure 12
Wiew All Cerificates

Congratulations, you have now uploaded your certificate to TRAIN Florida!
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